Sept 19, 1963  Called |
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Mail Management Handbook

material to be covered km the handbook, Monday 10 AM -Sep 23

meeting with Mr,

Sept 23 - At 10 am met with Mr,

25X1A9%A
25X1A9%A

Sept 24 - Returned to complete d

25X1A9%A

Discussion

centered around DDP nee as Mall Handbook is concerned.
Mr. Iwould be a better sourcd of

contact for me and asked Mr, | | to work with me. Spent

the day with who
He would like to see some

brisfed me on DDP mail operations.
procedures prepared for the DDP area,

I said that I would attempt to prepare a general overall

handbook and that perhaps
prepared later, He agreed

visited with]|
I expect to spend a day wi
procedures,

supplements for each area could be

iscussion with| | Also
and discussed the Agengy mail problems.
th Harry to discuss CIA and DDS mail

Received copies of problem areas and comments made by mail
clerks in the DDP mail unit, To be considered in looking at the

overall mail procedure,
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|for corwenient time to discuss

25X1A9A
25X1A9A

25X1A9A

25X1A9A

25X1A9A
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MATL MANAGEMENT

1. PURPOSE

This Handbook describes the mail services évailable to the Agency, outlines
the policy to be followed when utilizing these services, and establishes
responsibilities for mail operations.

2. RESPONSIBILITIES

a. The Office of Logistiecs has overall administrative responsibility

for maintaining the headquarters mail and courier service.

b. The Chief, Mall and Courier Branch, Logistics Services Division,.
exercises technical control over the Agency's central mail room at
Headquarters and the mail room unit' at R&S Building.

¢+ Individual component offices having registry units maintain adminis-
trative and technical control over these units.«iOther offices should
establish an incoming mail basket under the custody of an employee cleared

for handling classified mail.

3. DUTIES
Central Mail Room -
Receives mail coming into the‘Agency
Sorts for delivery
Opens when necessary to determine routing
Time stamps specific types of mail (bids, contracts, etc.)
Routes to action offices or registries

Distributes
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Makes deliveries--routine, special--ip and outside the Agency

Controls registered mail, special deiivery, etc.

Picﬁhp mail at scheduled points

Dispatch mail leaving the Agency

Maintains adequate courier and messenger service

Controls the Agency Imprest Stamp fund

Maintains liaison with the P.O, Department and other Government agencies

on mail matters

Registries or individualroffice mail units -
Receive the component mail
Sort for distribution
Open other than Eyes only or personal mail
Control as required in accordance with Agency regulations
Deliver to addressee or action desk
Serve as central point to receive, disseminate, or reroute outgoing mail

Prepare for dispatching
Utilize pneumatic tube to expedite deliveries

4. SERVICES
City Post Office -
Services R&S Buﬁldihg Mail Room (four and more times a day)
Mail sacks for Agency left here., Outgoing mail sacks picked up.
Proﬁides U.8. official Mail and Messenger Service as medium between V.S,
government agencies in Washington, D.C., area.
R&S Mail Room -
Opens mail sacks to remove material for OCR Acquisition Branch.
Returns mail to sacks for delivery to Headquarters Mail Room.
Acts as pick up point for outgoihg mail sacks.
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Central Mail Room =

Receives, sorts, opens, routes, delivers, pickup, controls and dispatches mail.

5. INCOMING MAIL

a. Sorting
The Central Mail Room will separate the incoming mail. Generally, three sorts

are required to dispose of the incoming mail.

The initial sort is by size. Letter mail is separated from the bulky matter.

On the second sort, mail to be forwarded unopened is separated from mail to be
opened. As the mail is being separated it should be sorted into sorting com-
partments or stacks for delivery to action offices. Mail which can be forwarded
unopened is mail addressed to particular individuals or segments of the Agency,
and routine mail that can be easily identified from the envelope with a specific

office.

The third sort is made after the remaining mail is opened. If volume warrants,
an electric letter opening machine should be used. During this sort the mail
4o be controlled will be separated from the mail not requiring controls. The
mail to be controlled is set aside and the remainder sorted into the sorting

compartments for delivery to action offices.

b. Time Stamping

Buring the third sorting process, mail clerks will time stamp the types of
mail for which the time of receipt is significant, such as bids, contracts,

involces.
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The time stamp should be applied only in the mail room. The types of mail
to be time stamped will be pre-established by the policies of the offices
involved,
c. Routing
To effect greater economy and efficiency in handling mail, the Central Mail
Unit should -
route mail direct to the action desk, registry, or a central distri-
bution center without opening, if possible,
route routine mail without attaching a routing form,
use routing slips only when special routing instructions are required
or multiple routing of limited copies is necessary,
maintain up to date mail routing guides,
maintain controls on incoming registered and insured mail (copy
number 2 of courier mail receipt),
prepare a list of routing symbols to simplify task,
develop a mail guide listing the proper routing for various types
of mail,

maintain a personnel mail locator list.
d. Controlling
Mail operations which control too much mail or use too complicated a control
system will slow delivery and increase costs. Documents shoula not be con-
trolled at more than point. Central Mail Room will
record the receipt of registered and insured mail.
On incoming mail a courier mail receipt is prepared; the #2 copy is

retained by the Mail Room for its control records;
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On outgoing registered and insured mail the postage slips detached
from the outgoing mail serve as a control record. In addition, the Mail Room
prepares a numerical list of registered and insured letters to be receipted
by the Post Office Department. A copy of the list is retained in the Mail
Room,

6. INCOMING MAIL - REGISTRIES or Mail Desks

Serve as point of receipt for incoming mail,

Sort mail - separate mail to be controlled from mail that can be
distributed without controlling,

Mail tan be sorted direct into a sorting rack, a leaf sorter, or
by writing the symbols directly on the document,

Maintain controls at only one point in the division or office.

Use Document Control Form 238 - serves as log as well as mail con-
trol (see exhibit —__ for document procedure),

Route to action desk first with subsequent routing to persons or
offices having direct interest in the sub ject,

Use routing slip or rubber stamp to denote multiple routing,

Preclassify document for filing if mail and file operations are
combined,

Attach any reference files that may be needed.

Wherever possible the pneumatic tube should be used for expediting
delivery of mail.

7. OUTGOING MAIL

4. Registries or Mail Desks

Serve as dispatch point for outgoing mail.
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DOCUMERT CURTROIL FRCCEDURE

Central
Cunteal

Sube
Coatrol

Sub~

Control

A

e,

B

¥,

G,

He.

Bo

Frepare Form 238 and forward coples, 1, &,
5, & with the cowsnunication.

File .opy 72 alpha‘ba‘ésiml}.y' by souwres in
chronoiogical order. This file serves a® 8
Tl ing wedin for all recorded ineosing
cormmientions. Copy ¢ iz veplacsd by copy
#.% when setion hus boen cowpleted (mmgraph
K)o

Pile wopy $3 by the dete on viich sotion 1
due %o e compluted. Upon supiretlon of tlaw
allotisd for zation, conbtsel by delephons the
Subsidiary Wil Control o vhiech the comrunie-
cation vaa veferced and wotsblich new duc dete.
Withdraw eopy #3 apd £1ls by contrel nusbor
vhon setion ban been cowpletod {paragraph B).
Opticeanl, Mothod - Pile copy #3 by comirol
pumbsr. Tad thome centrol slipe whieh busr
& follew-up date.

Copics 1, &, 5 and 6 sre received with-the
cosmunication at the Subsidiary Mail Conirel
point.

Detach and file copy #k in e soee TONNREY avy
eopy 3.

Whan 1t 1is nesesaary to reler the comounics.
tion to & second Subaidiary i Mnil Coztrol, wota
the referral on eopies 1, 5, 5 end S. Detsch
copy 75 and forwverd to the Central Maeil
Cantrol where It will by destroyed sPler the
information about the tramsfer i trengevribed

o ecopy #3.

In case of & socond referral, coples L end 6

- are received with the comsunieatimm. Detach

copy 6 end file {n the sawe sarer 6% copy

o

Copy #1 1a received with the corresgpondence
vhen 81l mecassary scbion hes been tabsn. The
correspondence will be elasszified by subject,

C Tiled, and the m}::ly dispuieheod., IT correspon-

dence 1s retainsd for filing and dispsich of
the roply by the Subsidiary Mail C'cmtrol, copy
#1 ig received without atischmonts and besrs
nototions as to stbleet ¢lasslification, ae“i:mrs
taken end "Rotzined by
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Check files for completensss--
Properly signed,
Correct number of copies,
Concurrences if any,
Enclosures,
Properly addressed envelopes, if required,
Postage slips when required.
Remove file copies, information copies and any control forms.
Place correspondence in envelope and seal, attach postage slip.
Place in outgoing sorting rack or insert in pneumatic tube for
immediate delivery.
Consolidate into one envelope several documents going to the same
address.
Complete controls as required by Agency regulations.
File record copy, disseminate any information copies and destroy
routing slips, extra control records and unneeded copies

b. Central Mail Room

Pick up mall on scheduled routes

Sort by type (air, reglstered, bulk, etc.)

Add postage where necessary and remove postage slips
Record registered and insured mail

Bundle for delivery to Post Office Department

Count and record volume by type
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COURIER AND MESSENCER SERVICE

Periodic review of courier and messenger service should be made to
ensure and improve deliveries and prevent delays.
Pick up and delivery will be made in accordance with regular schedule
(copy of current courier schedule attached).
Work hours are staggered to provide service prior to official
opening hour as well as after closing time.
Mail will be sorted enroute to expedite delivery to offices along
the same route.
Messengers on extended runs will be equipped with vehicles to
speed delivery.
Scheduled pickups are tied in with loecal post office pickup to
minimize the time mail is held by mail unit.
Special messenger service is provided for areass not covered by
regular courier routes and when more expeditious handling of mail is
necessary.'

TYPES OF MATIL

a. Top Secret - Maih Mail Room delivers Top Secret only to TSC Officers
in each component. TSC Officer records and redelivers to addressee in

his component. Courier Branch maintains a TS log.

be
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ADMINISTRATIVE - INTERNAL USE ONLY

Thig Notice Expires 1 May 196k
LOGISTICS : | STAT
‘ 29 April 1963

MATL AND COURIER SERVICE

1. PURPOSE

The purpose of this notice ie to acquaint all employees with the Agency
mail end courier service availsble throughout the Metropoliten Washington
area., Use of the schedules contained herein will provide maximum
effectiveness in dispetch amd receipt of meil.

2. SCHEDULES

The Mail and Courier Branch, Logistics Services Division, Office of Logls-
tics provides mail delivery and plick-up service each workday from Head-
quarters throughout the Washington Metropolitan sres as indicated below;
8. DOWNTOWN AGENCY BUILDINGS

Eight trips dslly to and from R&S Bullding from which service is
-provided to other buildings. (8ee schedules attached.)

b. OTHER GOVERNMENT AGENCTIES AND OUTLYING AGENCY’BUILDI&GS

Couriers leawe'Headquarters Room (~B-31 at 0830 and 1215, returning
approximately 4 hours later.

c. THE PENTAGON

Couriers leave Headquerters Room G-B-31 at 0830, 1030, 1300, and
1530 returning approximately 2 hours later,

3. SPECIAL COURIER SERVICE

Special courier service will be provided when material must be handled
on e more expeditious basis. This service ghould be requested only when
ebsolutely necessary and by a responsible officer of the requesting
office. Refer calls to the Dispatcher, Mail and Courier Branch,
extension

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K. WHITE
Deputy Director
(Support )

DISTRIBUTION: AB
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SCHEDULE IT
R&S [ ] central Alcott Hall STAT
South & East
ARR IV __ ARR Iy ARR IV ARR LV

SCHEDULE I
---- 0845 0850 0855 0900 0920 0925 0935

0940 1000 1005 1010 1015 1035 1040 1050

G-B-31 Hdgs. to R&S R&S to G-B-31 Hdgs.

0730 LV (Congested 0730 LV

_ 0830 ARR  Traffic) 0830 ARR 1055 [1100 1105 1110 1120 1140 1145 1155
0900 LV 0900 LV 1200 1320 1325 1330 1335 1355 1400 1410
0930 ARR 0930 ARR
: 1415 1510 1515 1520 1525 1545 1550 1600 H
1000 LV 1000 LV _ o
1030 ARR 1030 ARR 1605 1610  ——ee - 1620 1640 16h5 1650
1100 LV 1100 1y = S
1130 ARR 1130 ARR SCHEDULE ITI '
1230 LV 1230 LV R&S KPIC 1016 1717 %TAT
1300 ARR © 1300 ARR 16th St.  H St.
ARR LV ARR LV ARR LV ARR IV ARR IV =
1330 LV 1330 LV i
1500 ARR 1400 ARR ---- 0845 0850 0835 --om ~—m—- 0902 0907 0912 0917 =
&
1430 LV 1430 v 0927 1000 ---- -- —— 1010 1015 1030 1035 1040 1045 &
1500 ARR 1500 ARR 4
1055 1100 1105 1110 —-=- ---- 1117 1122 1127 1132
1530 LV 1530 LV
1600 ARR © 1600 ARR 11k2 1240  ——-- ——e 1250 1255 o~ e cem e
| *1305 1320 1325 1330 ---- —-—- 1337 1342 1347 1352
Ik22 1510 - —o-- 1520 1525 ——== ——— 1535 1540
1550 1610 1615 1620 -—-- ---- 1627 1632 1637 1632
¥This trip also services the [ |
|—_l‘—L|at 1357 hours and USIK, 776 Pa. Ave. 25X14PAT
at 1407 hours.
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Define Special Mail Services

Registered Mail
Incoming
Outgoing

Certified Mail
Incoming
Outgoing

Air mail
When to use
Method of dispatch

Insured Mgil
Incoming
Outgoing

Special Delivery
Trzoming
Outgoing

Dispatches

Top Secret

Addressing Mall
Do not address mail to the Agency at Langley or Melean, Va.

Use Ceniml Intel Agency
Waghirgion, DC 20505

Intermal corres for components located at Langley Hdqtrs bldg
should be addressed tothe addressee at Hdqtrs Bldg and bear the office

symbol of the ap-ropriate office.

Personal mail may not be transmitted or received through the
facilities of the Agency.

25X1A13C Shall info on be included see[ | STAT
Logging and receipts

include instructions on preparation of receipts. see[  |d e f STAT

for control and transmission also[ ______ |h on logs. STAT
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’imnnoox

1.

3.

b,

5

7.

BASIC PRINCIPLES FOR MAIL MANAGEMENT

PLAN AN EFFECTIVE MAIL ORGANIZATION
+ Provide most direct flow of mail to action office
DEFINE RESPONSIBILITIES

+ Responsibilities and authority for wail end file unit
+ Responsibility of other offices remail operations
+ Written procedures for each task

CONSOLIDATE MAIL AND FILE OPERATIONS

+ More accurate routing

« Faster and more efficient searching

» Eliminate duplicate locator files

+ Requires less space, equipment, and personnel

ESTABLISH SINGLE CONTROLS

+ At central mail unit or at action desks

USE SPECIAL EQUIPMENT (sorter, envelope opener, envelope sealer)

Expedite handling
Bave Labor

Save Time

Save Money

PLAN ADEQUATE SPACE LAYOUT

Good ventilation
Lighting

Location of unit
Placewent of equipment

L ] L L ] -

PERIDIC REVIEW OF MATL AND MESSENGER OPERATIONS

« Satisfactory service
« Changes in conditions
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B
ILLEGIB HANDBOOK ILLEG

MAIL MANAGEMENT OPERATIONS
OPERATING PRINCIPLES AND PROCEDURES

1. PERSONKEL

a. Schedule some ewployees to report early so that first delivery
can be completed before or soon after regular working hours begin.

b. Sehedule some employees to remain after regular working hours
to dispatch the wail received after the close of business.

¢. Combine wail and filee operations - 2
2., INCOMING MAIL
A. Sorting and Opening
+ No more than three serts

+ When possible send routine wail to action office wilthout
opening or formsl routing

+ When appropriate route mail, whether opened or unopened, by
direct sorting into sorting compartments rather than in-
dicating an office syubol

+ Reduce handling of personal wail to a minimum

+ Tiwme stamp selected types of mail only when it serves to
protect the interests of the Govermment ol ; D

, S ALy 2 (2l Gese bl fipdda, )
e Tpore £;7‘ Lt e s A Ew A X e L » /
B. Routing a; Classifying 7 Z7 v o %—' 437‘2{5‘» 7 é*’/‘{*
+ Route mail by writing office symbol on face of letter

+ Use route slip or rubber atamp when wail wust be routed or
coordinated among several offices

+ Prepare list of routing symbols to slmplify task

+ Route correspondence to action office first with subsequent
routing to offices having direct interest in the subject

+ Develop Mail Guide listing proper routing for various types
of mail

« Preclassify mail for filing 1f mail and file operations are
AppFSTEIRY} Release 2003/08/04 : CIA-RDP74-00005R000200070004-2
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HANDBOOK

¢. Control

Recordimg receipt, location or dispstch of wail
Be selective in types of wail to be controlled

Volume of Agency classified mail being controlled increases
delay, results in beckloge, requires standardized and ex-
vredient control system.

Controls 1ncré§e handling costs
Use of Document Control Porm 238 (with procedure) .
Use:of Courier Receipt and Lgg form

Do not control same letter at more than one point_
Mail locator file - (.7, ceq Geaawne o
R I 70 '

i

Tickler or follow-up.

3. ACTIOR OFFICES

Establish time schedule for handling
Limit revwrites
Reduce clearances and reviews

Delegate Signing Authority

L. oUTGOING MAIL

A. Preparation of Mail for Dispatching

Specify where mail opewations such as dating, stripping,
and prepering envelopes will be performed

Keep number of copies at a.minimum
Receive wail in outgoing mail unit after signing

Check for enclosures, pProper number of copies, signature,
and possible routine errors

Date stamp if required
Logging control

Stripping or separating file

Approvéd Fér Reléass2065/08104 :/éi&fmu-&po@ézooomom-z
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HANDBOCK

ILLEGIB

B. Dispatching

]

Use mechanical equipment to expedite if volume warrants

Sort By type (air wail, registered, etc.) and by addrees

Envelope
Use pre-addressed envelopes
Consolidate those going to same address

Add postage where necessary, bundle and forward to central
mall room or to post office

Route internal copies of outgoing mail

Send file copies, togehter with original incoming letter
to the files ‘

Dispose of mail control forms and route slips

5+ MESSENGER OR COURIER SERVICE

Central control over operations
Plan stops and routes for ;
(1nclude copy of routes)
little overlapping or duplication
winimizing special service
grouping of delivery and stops
equipping wessengers with vehicles to speed delivery

Proper scheduling for fast and efficient service
Sorting mail enroute

Servicing by Special Couriers

Over 6,000,000 pieces of mail annually

Couriers made over 44,000 scheduled runs and 8,500 special
runs

courlers assigned to the Mail and Courier Service
additional individusl Courier Services

About individuals perform courier duties within the
Agency.
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Envelopes

Std Form 65 US Govt Messenger Envelope - use for repetitive
commos and printed matter between offices within the same
city. Spaces are provided for inserting the name and address.

Use STOP wherever a STOP system is used.
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